
Putting an assignment 

together



Aims 

 The aim of this presentation is to enable 

the learner to successfully complete an 

assignment.



Objectives

 Establish the purpose of assignments.

 Construct an assignment using a generic format.

 Enable you to follow appropriate guidelines.



The purpose of assignments

 To reinforce and consolidate learning.

 To evaluate learning.

 To demonstrate knowledge and understanding.

 To apply theoretical concepts to the “real world”.



Study skills

Before you start your studies you need to think carefully about the 

following things:

 Managing your time.

 Defining tasks for yourselves.



Manage your time

Managing your time involves;

1. Finding time by planning out your week.

2. Using time effectively by doing work of different kinds in the most 

suitable time scale.



Defining tasks for yourselves

 Allocate time to yourself.

 Monitor your progress as you attempt to complete the task.

This is done by;

1. Setting up a place to study.

2. Equipping yourself.

3. Organise things so that you can find them.

4. Exploring resources.

5. Sorting out arrangements with family and friends.



Preparing to write your assignment.

 Read the assignment brief or title and make sure you understand it 

thoroughly. 

 Re-read it often.

 What will it include?

 Where could you find information?

 When must you hand it in?



Gather main research evidence together.

 Brainstorm sources of information and the points you wish to 

mention.

 Then gather the information relevant to the topic.

 Consider resources using libraries, internet, visits and ask peers.

 Re read the assignment brief.



Check against required standards (is 

it appropriate?)

 Check your information for relevance.

 Re read the assignment brief.



Assignment structure

1) Title page, author, date, etc.

2) Contents page.

3) Introduction.

4) Main text.

5) Evaluation

6) Conclusion.

7) Recommendations.

8) Appendix.

9) Bibliography.

10) References.



Title page

 Your title page should give the reader an idea regarding the contents 

of your assignment.

 You must include your name, and the date you submitted your 

assignment.

 Extra information e.g. the academy you attend will also help to 

identify your assignment



Contents page

The contents page shows the reader where they would find your

evidence.

For example if you are asked to use a chart or plan, you may wish to do 

the following;

Contents page

Content Page number

Chart representing products sold 1

Plan of salon 2



Write an introduction for the 

assignment

Tell the reader

 What is the assignment about.

 Why you are writing the assignment.

 How you intend to address the issues and why



Write the main text.

 Use your research evidence as a guide.

 Address the issues asked for on the assignment task sheet.

 Link each of the issues together so that they flow from start to end.

 Introduce each part / point as you proceed.

 Write other parts of the assignment if they are appropriate to task.



Writing an evaluation for the 

assignment.

 Here you are required to identify the strengths and weaknesses of 

the different types of evidence you have gathered in order to interpret 

your results and present your findings.

 Identify the most effective method you have found for interpretation  

the information you have collected.

 Give reasons for your choice.



Writing a conclusion to the 

assignment.

 In your conclusion you are required to discuss your findings, and 

summarise them in relation to what you have found.

 Write how your assignment has helped you develop your knowledge 

and understanding in relation to the subject you are presenting.

 Highlight how your research meets the standards required in the log 

book / assignment sheet.

 Keep your conclusion brief and focused.



Give your recommendations.

 If you think that you could implement improvements which have been 

identified by your research, discuss them and give your reasons.



Appendix section

 This section is used for leaflets, or materials you may have discussed 

in the main text of your assignment.

 Remember to identify (in the main text) either the appendix number 

or the page number so that the reader can easily find them.



Writing a bibliography 

If you have used a quote directly from a book or handout you must 

acknowledge the source in this section 

 Quotations in the main text should be identified by using quotation 

marks (“ “) around the words you are using

 E.g. teachers and lecturers have always found action research useful 

because it “investigates a problems identified by practitioners” 

(Cohen and Manion, 1984 p41) 

 The source is identified in the brackets.



References 

 Referencing identifies the books / leaflets / and material you have read in 
order to complete the assignment.

 Even if you do not use any material from the book you still need to reference 
the book in this section.

 Use the Harvard referencing system. Authors last name first. Initial. Year. 
Book title. Town printed in. Publishers. 

E.g..

 Ainley, P . and Bailey, B. (1997) the business of learning, London; Cassel.

 List in alphabetical order using authors last name.



Things to check

 Before handing in your assignment check the following points.

 Have you used the appropriate grammar.

 Spelling.

 Punctuation (e.g. new paragraph new content, new sentence new track on 

same subject, commas where if you were reading out loud you would take a 

breath,)

 Capital letters after full stops and when using names and titles.



Hand in for marking

 Your tutor will mark your assignment.

 If you are successful, the assignment will be given back to you so 

that you can reference it as evidence. 

 If you are unsuccessful, complete the action point/s that have been 

highlighted by your tutor and hand in again for re-marking.



Points to remember

 Always keep your purpose in mind.

 If given assignment questions use these to help you 
structure your writing.

 Make sure your assignment answers all the questions 
raised or given.

 Use headings and subheadings to signpost the reader 
thought the contents of your assignment.

 Recommendations are exactly that – specific proposals 
for action arising from your assignment.

 Take trouble over the visual impact and detail.



In conclusion

 Please enjoy your assignment.

 If you have any problems your tutor is 

there to help !


